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This handbook, orgaoized to assist students in using 
the Cuaberland County College library provides .brief sectdons on the 
. ari^angenent of boolcs on the sljelves, including call numbers and 
^ynbpls used jay the library; ncn- took jiaterials; how to lccait« 
•aaterials using the card catalog:' card types, including cross 
references : the arr an geient of 'cards in the catalog: reference 
service: periodicals and. indexes, including newspapers; special 
services: the pamphlet file: phonodisc records; cirdulaticn policy: 
and cite ulati on procedures, inclu€ing fines and faculty reserves. A 
floor pflan of -the library and a Circulat'ion schedule are also 
provided- (JD^, 
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WEtCOME 



It is the wish of the Faculty and the Library Staff that the 
Ubrary may become a vital and enrichinrpart of your collie Ufe. 
As y o-tir own store of knowledge expands, this coUectidn of bpoKs 
and other educational media will become more meaning^l to you. 

- This handbook^! b^c techniques ^' '^^^^^^J'l 
vou in your progreS toward competence in uswg ti^e Ubrary 
Uich will lead to greater rewards i",^^'^^' 
creatiohal reading. It will take very little ^^^^ ^ 
familiarize yourself with the contents o^this handbook. Yet, the 
infonuation it contains, if mastered and used, will save you m^y 
hours of wading through the mass of matenals m the, Library. 

we would like t6 give each of you a personally conducted 
'tour through the Library; since we cannot do that, we hope tii^ 
Handbook will help you to find your way around more quickly^ 
The staff wUl be glad to help you in every po^ible way. Do not 
hesitate to ask whenV«r ^^^^'^^^ • 

' " , James L. Luther ^ 

Director of Library Services , 
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CUMBERLAND COUNTY COLLEGE tlBRARY 



la addition to booka.a w,de '""^'^ °^ include 

microfilms, kits, art prints and models. 

Equipped with varied seating ^'^^^^f^^^f ^^"^.^'^^^^^eS 

between classes. ♦ 

ARRANGEMENT OF*BOOKS ON THE SHELVES 

' If books in a Library are to be found easily it is "-es^ to 
arrange ,tl.em on the shelves according to. some ^ef-te P^^V^H 
Hrculatinii books are shelved in the main reading room A-Z, begin 
cnrcuiatin^ uuun.:. ^ ^ and- continumg 

. ti.e shelving placed against the right wall as you enter. 
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^ ■ THe "caU number" ^paars on the upper left hand coroar of • 
tlte cat^og card and on the label of the book spine. The 
^ber named because in oWer m>xai|s tiie^^book^v^ 
^^e not inimediately available to th. pubuS^d t^ti^^^^ 
quested of the Circulation Ubranan by number T^i* number 
Luid b« considered as a home address for the ^pok. which is 
shelved aiphabeticaUy according to its notatioh. This arrangement 

^ groups the bobks in convenient sequence. - 

CALL NUMBER 

Books in the Library are classified by the library of Con^ss 
Classification System, This system uses a mi?ed /loiafion consisting 
of letters and numbers, There are two principle parts m LC 
notation: a class number and an author, number. Thu^ LC cau 
• nmnbers will consist of a class number,- an author nuniver. and 
added symbols describing a .particular work and its » edition, it 
nec^ssay^ ^ ^^^^ ^ ^^^^^ ^ ^ ^i^^ 

division of knowledge it belongs, it is given an Author nimiber 
This is taken from the author's surname and arranges all books 
in the same class alphabetically by the author, e.g.: .... 

Charles A. ^eard has written several books on ^e history of 
the United States. The Library of Congress class "^^^/^^^^^^ 
author number makes the call number for ihe book. Be^d, Charles 
A. and Mary R. The Beards' New Basic History of the United States. . 
' ' E E - American History 

i78 178 ^United States comprehensive work 
B39 B - First better of author's surname 
39 - Author and Book number 

m the case of fiction, thetirst two letters fromahe first word 
. of the title is added to the call number -.thisjdistmguishes dif- 
ferent works by the same author, e.g.: ' 
Head, Bessie. When Rain Clouds Gather. , 
PZ PZ - Fiction 

4 4 - Written in English since 1950 
H4323 H - First letter of the author's surname 
Wh 4323- Author's number from Cutter Table 

Wh -Firstlettersof the first word of the title, 
disregarding articles, A, AN, and THE. 
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SYMBOLS USED B^/^T^tfe UBRAfIy 

When locating a carii for* a book in the card catalog, observe 
wh.t^ef or nS t^re arf ^^^^^ or letter designations giveh as part 
If th/call number. v{hen one of the^ syndx,Is appears o^ the 
^Itlg tra as part oPthe cal^ number, a specific, location m- 

^"'lef^Xence't^iolcs are designated by an "Ref" above 
^ The LC class number. In general, this collection ^ 
♦ shelved along \he ^alls of the Reference Room^ 
. However, several of these books are kept on the 
Reference Librarian's desk and others m the mam 
* r^eading room. If you'are unable to find the reference 
book you wish to use, ask the Reference Librarian 

■ - Over- ' O^er- above the LC cla^ number indicates a book 
bek'nging to the oversize collection. Th^ over^ze 
Collection consists of books too tall to f nd on he 
shelves with other books. , They are kept m the f r.t 
free rinding book stack o\ the right as you enter the 
Library. 



NON-BOOK MATeRJALS ' *^ ^ i 

AU types o£ non^k matemis entajred in 

AZ*itilA\^M » fed band thatvextends across the tfep of eacn 
TulvSS'^^ adtti^ rth) red band, 7-'^'' -J^^f, 
SftothTidentifW by fee comptete ™me of f « J^^^^* 
iTnlaMd above the daauficaUon number, e*. A"^"^?*'-,™ 
L> Kt,^ •^e.e materiaU can be obtained a^e C^cdlat^n 

Desk- 

TYPES OF NON-BOOK MATERIALS 

A^dSte^s {ii^dUdes' cassettes, 5" and 7" reels> 
'Pilmstrips 

Kite.(Lcludes pjogramtned instructional material) 

Mo^ pictures (includes 8mm loop film cartridges. 16mm films) 
PhonoiJiscs 

Transpafencies ^ ^ . 

Videotapes 
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The CARD CATALOG,, located in the Circulation Lobb^, is 
an index* to the materials contained in tfie Library U^.is divided 
"to two the AUTHOR. TITLE, SERIES CATALOG and the 

'"^S'^'^e^UTHOR, TITLE, SERIES CATALOG for a 
listing of a book you ^vant under the name of the author just as 
3du would fihd*a name in the telephoWiift«a*W- 

If you do not know the author's name or if the naipe is a 
common one such as Smith .and you do not know the forename, 
look under the title, or series if it is distmctive. 
^ OR 
Loolr^i the SUBJECT CATALOG for material about a certam 
subiec>?Look under the most specific or exacfword P^^.^^^lefor 
^SS^nal you want. For instance, a book op ants will have a 
fard under ANTS, not under INSECTS. If, however there is 

nothing under a specific heading or the ^V^^^Vf^^^^^^ V^^h a 
you, turn to the larger subject which .may mclud^ books with a 
chapter on the subject you want. If you wish to ^;nd|vhat ma^ 
• terial the LibraryJfas about a certain person, look m the SU^ECJ 
CATALOG under the personV surname. Located on top of the 
c^d catalog .s a large volume entitled, "Library of Con^^^j^^^- 
' ioct Headings" that contams all the subjects used by the Library. 

ERIC .. w y " . 
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CARDTYPES 

The Author Card: The author of a book ma/ be a person or 
government agency, an association « an .H^tuton 
^o^ks by one author are fUed aiphabeticaUy by UtXe under 
his name. Here is an example of an author card. 



•UK. ATI ON 



%\j !♦« m * 



T( Ti.. « or 

K ACM VOt 




T« CP C>AT« hp ^ ^ 



E . 



York, a SoriJjiMr'i worn j'lW^- 
^--^ f|««EV (l^ 





HSS OP loon 



APUiT.PNa;- CAHOI fU.tO UNDKN thru «NT,<tf^ 



The Title Card: The title card has the title of the book on the top 
line of the card. These cards are filed alphabetically by the first 
word of the, title, disregarding articles A, AN, and THE at, the 
beginning of an entry, but considered if not the first word. Notice 
that the same information about a book found on th? auth^?r 
card, may be found on the title card. The only difference is that 
the title has been typed above the author's name. Example: _ 



The march o« damonracy, a hictory of 
L>ic United States. 

by Jtm-Trwlo- Admau... 
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TTw Subtect Card: The subject ca|d has for a heading the word 

Most books in theUbrary are listed und^ Pne or ^^^^^f^^ 
subiect card is also a duplicate of the author card, but the 
^bieS if^yi^m BLACK CAPrTAL LETTERS above the autt^or's 
name. Example: 



U. S.— HISTOKY 



CROSS REFERENCES . 

••^«."Card Often there are several words which mean nearly the 
See Cord, uiien wi _^ , HYGIENE. Ih such case, the 

same thing, such as HEALTH ^^"^l/^' , entry which 

reader who might look under HEALTH will ima an enw^y^ 
r7X '^HEALTH see HYGIENE". This means to look under the 
wo?d HYcfENE in the card catalog, and is known as a cross ref- 
Trence The ••S££ "reference is often used to refer the reader from 
a wXknown pseudonym, to the r>erson's real name, e.g.: 0 Henry, 
pseud. SEE Porter; William Sidney. 

... ; -r.r,i There is another kind Qf cross reference which 
tflTsthe TjLlZrXn^^ addmona^^aterials on a specific 
■ . A f reference usfes the words* see also. 

?:,?tt^r^ thTr" lol under tl.e subject 
ECONwTc ASSISTANCE he will find rhaiy subject cards wi^ 
the subTect ECONOMIC ASSISTANCE. FiW after aU the^ 
Ids will be found a cross reference card refe^ing to additional 
places ia which to look for related topics. Example: 

KIC no) / 



KOMOMIQ ASSUTAKCe 

Stf ALSO 
IMTCRHATKMAL ftCUtf 
TECHNICAL ASUSTAMCI 



ARRANGEMENT OF CARDS IN THE'CATALOG 

One of the most'iinportant thiiigs about using-the Library w 
learning how to use the card catalog. If you wiU stop, to learn a few 
^ simple rules about how the cards are arranged in the catalog, you 
' wUl find that you will save touch time and frustration. 

One of the greatest dangers for a reader who d.oesn't under- 
stand the rules for'fiUng is that he thinks a bpok is not m the 
Library, when actually he has failed to find it in the ca^og. If 
there is any possibility that the reader has failed to find a card, 
he should ask a librarian tor help. 

Cards for penom. Persons' with the same last name are arranged 
in alphabetical order by their first names, just<^ are the names in 
a telephone directory. Example: , - ' , 

Dewey, John 

Dewey, Melvile ^ 
Dewey, Thomas ^ • . . 

Names of persons are often subjects of books; m this case 
the person's name is typed m black capital letters at the t,op of 

"^N^es beginning with Mc and Mac are arranged as if they 
were written Mac. Example: 

Macartney McGill 
McBride MacKaye ' 

McClure McWUliams • 

' If confused in the Mac's, which are troublesome, mentally 
disregard M',' Mc, and Mac, and notice only following letters 
which will .be strictly alphabetical 
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ward bs Word In most dictionary arrangemei)t8 the xuie knowy 
' rvor^btword-fi^ 

' Se fi«t part^another word, aU^e h^adu^s mth^ 

word cornVbefore longer words beg^ning wifh the sa^e 

lettere. Example: In- -i 
• In darkest Africa . - • ■ . 

- . The ingenious gentlemen ' , - v 

i, . Ingfiam,4Cenneth ' 
. ' , Inglis,3r^ ^ ■ ^ - . 

• : ^ ; rimocent m - , V ^ ^ ^■ 

* Innovations in education 

1. Institute for Religious and Social Studies . " 

AttreviaUon^ Abbreviations indicating ^^^f ^^^^^^ 
fore aU the compleifcfe words beginning Wi^h the first Iqt^^r of the 
abbreviation. Esampie: ^ " , ; / 

NAACP, a history ' 

?J ATO and Europe 

Nabokov, Vladimir Vladimirovich 

^ Subject cards. When there are several cards on one^ lecj- Jf 
- te arranged according to author. Example:^ ^ 
, . Bankoff, George Alexis The. boom of the ^tom. 
French. Sidney James The drama of chemistry. 
SuSow, George ^ The birth and death of tiie sun. 

subject cards: Subdivisions. Subdivisions of the. ^ubjec V are Wed 
alphabetically. A subject word comes;^ first, and then the ^e 
word, used as the first part oTa phrase. Example: . ^ 
EDUCATIONt^^.^ 
EDUCATION - AFRICA 
■ EDUCATION - FRANCE 
EDUCATION - HISTORY 
EDUCATION - STATISTICS 
EDUCATION - UNITED STATES 
^' EDUCATION AND STATE 

EDUCApON OF CHILDREN ■ - .. 

EDUCATION OF WOMEN • , 

Subdivisions of history are by period and are filed chronolog- 
ically instead of alphabetically. Example: ^ 

* ^ U S. - HISTORY 

. • US -HISTORY -REVOLUTION 

US" HISTORY - CIVIL WAR 
U S - HISTORY - 20th CENTURY 

U.S. -HISTOkY- 1919-1933. . 

U.S. -HISTORY -1945- 
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REFERENCE SERVICE 




Reference service usually means assistance given by a Ubrarian 
to anyone who nee(i,s help or guidance ui* locating materials, ir^ 
fmdim siHv.fK- mforn^tion. and m interpretnig l.brary^r*>sbu^^^^^^^^ 
R.f.r'ul servue .s designed to HELP THE STUDENT HELP ^ 
HIMSELF A student shoulci first ^atiemjit to help himself. 1 hen, 
,f he cannot find what he wants, he should ask for assistance. 

Rt.fc-rence hooks, which do nof circulate, are housed .iround 
the wails m the Reference Koc.in, Their class number is (hstm 
uuisluHl by the letters. Ref., placed above the Library oi (,(Higress 
nutation Tiu^y .nclude encys-inF^-dias, dictionaries, yearbooks, 
almanacs, atlases, and many otlier works that are primarily in 
tended to be c<M)sulted or referred to for spei'ific information. 
Reference materials r.-mam m the Referen<-e Rocmi at all tune, 
except for the p_urpo.se of makim; xerox-copies. 
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1. Main Lotjby 

2. Seminar Room 

3. Telephone 

4. Reference Room 

5. Circulation Desk 

6. Director's Office 

7. Men's Rest Room 

8. Women's Rest Room 

9. Audiovisual Room • 

10. processing Room 

11. Bookshelves and 
Stack Areas 

12. Mam RHatlmq Room 
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PERIODICALS AND INDEXES' 

Fe^dicals is a term which includes both popular magazmes 
and journal.. Magazines are mdwiduahstic and no ""^^"f/PP^^^^ 
to a l of them except that they are pubhshed periodically Back 
tJ^ of more than 200 titles are maintained m bound volumes, 
on microfilm, and unlwund storage files. 

Current Periodicals. > The latest issues of many of the periodicals 
located on the periodical display ■ '^^'^"'Z 

room. The current issue of each periodical may be used in^ 
Library "1)111 does not (nrculaU^ ' ' \ 

Unbound Periodicals. When a current is.sue of a P-^^;^^^^^^ 
been replaced with a new one, it is stored on closed ^t^^^^ 
^11 room behind the circulation desk. To obt^m any of these 
fTicKUcal.. a Periodical C^all Slip must be filled in and presented 
to the assistant at the circulation desk. . 

. Back issues of unbound periodicals may.be used either in 
library or circ-ulated for a period of one Y^^^" ^"^J^!; 
fuiished using thes.. penodu-als, pleas.^ return them to the cir- 

c'ulation desk. 

Bound Periodicals. B(>und pericdicals. c-overing back issues, are 
focat'l on the first section of shelves to Uu- left a.s you enter the 
„.ain reading room Bound periodicals DO NOT circulate. 
INDEXES The .student will find the latest information on^' most 
subjects m periodicals. Without indexes it --^^^V" Yl^'should 
posiibte to UK-ate information on the various subjects. You shou d 
L-orue familiar with the periodical indexes; they are the key 

ub ects tVeated in maga/.ine articles. Perhaps the one you will 
he s ng most is the H.a<iers- Guuie to Penod^ai Ut.rature It indexes 
'IZ^^. fr<nn 1900 to date, and <--s rn.jKa.ines o^^ a^^^^^^^^^^^^^ 

nature If you learn how to it, you will.be able to oth 

.nd.xe.s-withouldaTH.uhy, They are orKan,ze<i on the 

'^"''^CL-i;u.i. In P.,unUcalUt.ratur. uulcx.s about 1 GO maga- 
,„».s It pubhshed senu.nonthly September through -lune 
i nionthly in .hiiy and August. " Once each year numbers 

,.hat, IS, cuniulaLed and in.und u. otH- vnlum.v Aln u . 
; V twn' y.ars tlu- annual cun#tationir nr. combined >n .o larger 
volunu-s. 1 he.sc, along wlh other uuiex.,.. are kept on the tabU. 
in t.hc lii'fcfctKf Ro(un 
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Arrangement. Alphabetical arrangement by author ,and subject; 
titles areibt listed, except £or plays and short stories and, some- 
times essSys. Abbreviations are used freely - titles of magazmeg, 
month etc Lists of the full titles of magazines and other abbre- 
viations used are found in the front 5f each issue. Sample entry: 
COLtEGE students 

Score one for today's students J. McCormick, 
•il. Sports I'llus 28:46-8+ My 20 '78 
Explanation: 'An illustrat*.Hi article on the subject QOLLEbt 
students, entitled "Score one for today s students 
hy|J. McCormick, will be found in Volume 28 of 
SporLs Illustrated,. pages 46-48 (continued on later 
pages of trte same issue) the May 20, 1978 numbef. 

Indexes m addition to the Reade fk^ Guide that may be found 
m the Reference Room include^: 

Applied Science and Technology Index, 1959-date. A cumu^ 
lative subject index to periodicals in the fields of 
aeronautics, automation, chemistry, constTuction, el- 
ectricity, and electrical communications, engineering, 
geology *n(i metallurgy, industrial and mechanical 
jirts, machinery, physics, transportation, and relatVd 
subjects. 

Biography index, 1946-date. Indexes informatTun about. 
p<.()p!e found ui hooks and periodicals 

Book Review Index, 1965-date. A current, guide to current 
reviews of current hooks. . 

Business Periodicals Index. 1958-date. A cumulative subject 
Hulcx to periodicals m Clu- fields of accr)unting, ad 
. vcrtismn l.ankmg and finance, general bu.s^nesst^s, 
nisurat.cc, labor and management, marketing and 
p,irch;i,Mng.orfi. c nu.naucinent , inihliy adnmustrat ion, 
taxation, spccitlic businesses. uuii*!strias and trades. 

Education Index, 19b9 rtete. A cuinulalive/author and .sub 

jecl index t<^ ri .selected list, of educational periodicals. 

hooks and pamphlets 
Fssay and General Literature Index, 1900-date. Index to 

e.ssay and articles m collections and various works. 
F ( l,oi aled on ( ard catalog) 

Facts on File, 1967-date. A guuie to the facts of yesterday's 

(■vents murttie background of today's news. 



Humanities Index, April 1974^ate. Old Title: Social Science 

and Humanitil^ Index. 
Hev^ York Times lnW\851;datB; Master-key to information 
on event., Aews^/e day, and records of event.. 
' * « ir,^av/iqB4-date Covers a broad selection 

, to p.og,e.ive ...f 

( and related health science. 

\ social Sciehcas Index, April 1974-datB. Old Title. Social 
\ Science arid Humanities Index. 

Social Sciences and Humanities 

^ ^ide to periodical literate m the soual science. 

and humanities. 
1 iMnEX PERIODICAL CALL SLIPS 

vides the following information: 

' ^1 Format m which the periodical is maintj^ined i.e. 
^ mLrofilm, bound Volumes, or unbound issues. 
2. Period of coverage in each fCrmat 
3 Changes m titles 

.1 Termitiation dates of publu-ation.s . . 

i..rioa,c. c;ai, ,:rir;irthc t„;;;r"nSc;n 

r ufe- tX;^ """rLt.,,,: titio and d.t.. of the n.a.az,ne,*n.l 

t-alendar date. 

NEWSPAPERS 



Christian Snonr. Morutor National & InWrnailonal 

(,S:insl an :>( Njationa! & International 

^^■^ ^"^V/""\l F nance National & lnt.rnatuH>a 

Wall Street Jcmrnal ^ 

; ';!::, AtL,,tK.('i.y, s„u,hor„N..w 

Hndgeton Kvcnm^ News i-ocal 

MUlville Daily 1'"^"^' 

Vsneland Timfs Journal t-o^'id 



/V 
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The latest issues of each title are located m the penoaical 
display unit in the main reading room. Back issues are kept for 
apptbximately one month and may circulate for a period of one 

The Library has th/^ compleU^ microfilm ^edition of the New 
York Times from its inception in 1851 to the'present. 
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Mibrof^m Reader Print^s \ 

Print-out copiesUlO(^ each) from microfilmed source^ ar^^ 
avaiMble in the Audiovisual Room through the VseJoi the 3M 
Microfilm Reader Printers. Ask a librarian for assistahce the first 
time you should need to use the microfilm reader or reader pnilters. 
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Photocopying 

Printed materials may be reproduced on the Xerox 3100 
Copier located m the Circulation Lobby of the- I^ibrary. . Cost is 
10^ per page. 





Interhbrary Loans 

Ti„. Library provicit-s .ntrrlibrary luan s.Tvirc for its stiuU-nts 



farultv Rules an(i a-pilatmns for ioatis arc based on lhv UMcr 
uJl LoLcod. of nn.Z r.v,s.d.d>nonuf 196H.IiyouW.h 
to tak. advanta.. of tins s.rvuv, ,t .s n.c-.ssary that you a low ai- 
l,>ast thr.r w.vks from fh. daU- <>f rv^uv.l to rrr.ipt nu.trna s. 

(lrs]r(^ intrrhlHary inan srrvicr 
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PHONODISC RECORDS 

'Hh- Lihrurv inainiams a ( (^lUu tion of ovrr 1700 n-roniin^s 
Karphoiirs arl- ava.labU- at the circulalioii (iesk for lisU'ruii^ pur- 
pusvs in the Audiovisual Kn(Mn of thr Library Phonodisr rr<-r>rds 
may circulaU' for a [u-riod tjf one wrrk . 

If aiiv ['art of an album is lost or damaard, the us^'r inust pay 
for tlu' enUr,. albvuu or replaca-'il, but he may k.M-p th. damaRod 
alburn. Hrcakag.' riiar^es shall be ass^ssfd at list pricrs. 



CIRCULATION POLICY 



Th. C:oll..ge Ubrary is intended primarily for the use of stu- 
dents, faculty, and other men,bers of the Cumberland County Col- 
lege community. However, individuals not affiliated witl. the Col- 
U^e are invited to u.se maU-ria'ts wtthin the library, and to apply for 
borrowing pnvilep-s when warrant.-d by their research needs. 

• Subject to Its prior commitment to the demands of the col- 
lege community and its responsibility for adequate control of mat- 
erials the Ubrary will produce for each adult resident of Cumte- 
,.nd County, a library card to be used for borrowing books. The 
granting of borrowing privileges is not automatic. The library ^re- 
serve, the right to withhold privileges or to withdraw them if they 
are Hhns..d. Applications by County residents for borrowing prw- 
Ueges should be made at the Circulation Desk during normal hours 
„f o,.emng. .A 24 hour waiting porK,d ,s rec,„ir«i to obtain a Li- 
brjiry (^ar<i ■ 
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CIRCULATION PROCEDURES AND FINES 

In general, all Library materials may circulate with the excep- 
tion of REFERENCE BOOKS, BOUND PERIODICALS. AND RE- 
SERVE MATERIALS DESIGNATED, "LIBRARY USE ONLY". 

The book-stacks jiii;^ open to all, but all books tiiken from the 
stacks must be checked out at the circulation desk before leaving 
the hbraiy LIBRARY CARDS MUST BE PRESENTED BEFORE 
MATERIALS MAY BE WITHDRAWN FROM THE LIBRARY. 

Materials should be withdrawn for the exclusive use of the identifi- 
, ed cardhcjldor. 




CIRCULATION SCHEDULE 




Book Detection System . 

With the msUiUation o(\e Kn\o Book Detection System, 
all library materials have been sensitized and must be checked out 
at the circulation desk to avoid setting off an alarm and locking the 
exit ^aU>. The Kno^o system reacts only Ho sensitized materials and 
IS unalTct'teci by keys, transistor radios, or other riH^nalUc items. 

Tlie LibraiT looks upon the B(K)k Detection System as a 
means t)f improving library ser\'ice through an expanding collection 
of new books ami materials nnd ibo reasonabh^ assurance that a re- 
(juest may be filled tiy tiu- increased availabiUiy of resources. , 



Faculty Reserves 

Reserve materials are .selecU'd from the library colU-ction by 
the faculty ami placi'd on reserve for limited circulation, a.ssigned 
for re!fnred reacinig, listening, viewing, or recommended for 
supplementary coursr study Knr any materials on Faculty He 
serve go directly t.o the circulation desk where you will fuui a 
nou.hook. In this book you will find, arranged m al[)habetica! 
order i>y prc^fes.sor's name, lists of materials on re.serve. The 
Reserve Shelves are closed to students. Ask the assistant on 
duty Un lUr dc.uvd mamrial. pr.M-nt your LIBRARY CARD for 
<-hari;ing .'^ day and 1 week ivscrvcs, or m the <-ase ot Library b.se 
Only iieservcs. sign your name Icgihly and in full on tiie blue r<' 
scrv*' card 



For the convenience of the borrower, ail materials are stamp^i 
with theM«te due. These dates should be kept m mind and when 
matri^s ^kept overdue, fines should be paid without having 
noSied. \s a matter of courtesy a notice is sent when 
materials btjcome overdue. 

Fines are not charged except for negligence on °^ 
borrower They are imposed in order to insure the return of 
maJrLTso that .ther 'eaders will have 
■ amounts for the different circulation periods are listed on the 
»on schedule. No ^^^^^^ -^^^^^ 

I ibrarv is closed. Except for Reserved Items, a 50% casl| discount 
I; Xwed if payment is made at the time materials are returned. 

When materials are recalled to be placed on Faculty Resenje- 
f r . hTss assignment the borrower having possession of the 
. ^ !t J7!med md may continue to use the matenals unUl 
SfdaS ue" Tft: — d'to the circulation ^^^^^^^^^e 

M,, <-^«h discount is allowed in this situa,tion. 

der^an l no add,tional penalty .«ycnd '^'^ Vn-<; "^^^ 
:::r.eaa bo^wo. who ,„se» an ^^^^^ bI 
scttU's his account prompiiy. LUb i •^^"^"J';'- p^p, 
PAID FOR AND ALL FINES SETTLED BEFORE THE END 

OF EACH SEMESTER. 



WF ASK THAT YOU USh THE LIBRARY WITH THE UNDER- 
STANDING THAT AT ALL I .MLS YOU WILL BE OU.ET AND 
CONSIDERATE OF THOSE WHO WISH TO STUDY. 




{ 



to co&y all bibiio^hical mfoiroati^MjiVc^j a i^:tard imme- 
diately Tyou locate a <ielect#feie item your rflearch paper. 
?la"';n.l£ a^,v^tle, m^, of pufc^tion,S?«bhsher,date 

and ineUiiive paging. '. , , ' 



to consult a general encyclopedia first ^peaal subject e^^ 

cyclopedia* popular wit^ CCC ^tudentsjc^ ^^tfi^^iox ,mtp R 

NATIONAL ENCYO-bfEDIA OF t^E SOClM, SCIENCES. 

The ont^i^me eiicV<^dia,,,dictiiWjl>es, 

useful for concise definitions are in great demand in the reference 



room. 



to begin work on yoUr research problem 08 promptly as you 
.an after checking out Library materials, -so that they can be re^ 
turned to theLibiiry for others to use. Books left on a car seat or 
forgotten at home may be urgently needed by someone else. 



to ask A librarian will show you what the letters and numi . 
,n.an suggest a subject eiitry to txy m the card catalog,,, put 

rnicroLi on the reader for you oxplau, the u.se of an 

index The smile and the sympathy are real. 
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